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Project Address: ____________________________________________                     Date: _________________

In order to expedite issuance of a Building Permit for your work, submit the items listed below and include
this Checklist in your submittal. If you have any questions, contact Building Division staff at City Hall or at
the phone number above.

Prepare plans on drawing sheets that are at least 22 inches x 17 inches in size. Submit four (4) sets of plans or, for
houses in Hillside Areas, five (5) complete sets of plans:

BE SURE TO INCLUDE ALL OF THE FOLLOWING INFORMATION and DRAWINGS

1. PROJECT INFORMATION.

q Name of Designer:  The printed name, address, telephone number and signature of the person who prepared the plans

q Address and Owner:  The name of the legal owner of the property and the street address of the property

q Scope of Work: State the complete scope of work for this permit

q Building Area: State the area in square feet of the existing house, the Garage to be converted and the total building area

q Building Codes: State the building codes in effect as the 2001 CBC, 2001 CPC, 2001 CMC, 2001 CEC, 2004 CMC and
2005 California Residential Energy Standards

2.   ARCHITECTURAL PLANS REQUIRED

q Plot Plan:  Show location of the existing building, location of easements, the proposed addition, and all other structures
on the site.  Show front, side and rear yard setback dimensions, dimensions to easements, and dimensions between
buildings.

q Floor Plan:  The Floor Plan must show all existing rooms as well as proposed new rooms.  Label the use of each room.
Provide all door and window sizes on the plans.  Make sure each Bedroom has an emergency egress and rescue window
or door with an openable panel at least 20 inches wide, 24 inches high, at least 5.7 s.f. in area and a sill height of no more
than 44”

q Roof Plan:  Show a plan view of existing and new roofs.  Indicate roof slope, roof slope direction, existing and proposed
roof materials and fire-resistive classifications.  Roofing on houses in “Hillside Areas” must be Class A or B fire-
resistive.

q Elevations:  Show exterior elevations or views of all sides of the building that will be affected by the new addition.
Show the existing building as well as the proposed new addition.  A minimum of two (2) exterior elevations should be
provided.

q Cross Sections:  At least one (1) detailed cross section is required.  Provide additional sections where needed to fully
explain the intended construction.  NOTE: Provide the important details of how the new construction will join the
existing building at foundations, at walls and at the roof.

q Details and Notes:  Include all construction details such as fireplaces, foundations, piers and grade beams, changes in
floor elevations and floor changes from concrete to wood, if any; handrails, guardrails, stairs (including rise and run) and
stairway framing. Provide all necessary notes to explain the planned construction.
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3.   STRUCTURAL PLANS

q Foundation Plan: Include a dimensioned foundation plan with sufficient details to clearly show foundation
construction.  Include details of how the new floor and foundation will join the existing floor and foundation.  NOTE
that the new foundation must match the existing foundation type unless an architect or engineer prepares a special
foundation design.

q Floor Framing Plan:  Provide size, spacing and direction of floor beams or joists; include sub-floor sheathing and
nailing.

q Roof Framing Plan:  Show size and location of roof beams, roof rafter and ceiling joist span and sizes, overhangs and
details.

q Pre-Fabricated Roof Trusses:  If trusses are to be used for any area of the roof framing, provide 2 copies of the truss
shop drawings, layout plan and calculations with the engineers stamp and wet signature, reviewed and approved by the
project architect or engineer.  Submit this information at least two weeks prior to erection of trusses.

q Wind and Seismic Bracing. Indicate on the plans how the addition is to be braced against wind and seismic forces,
either by       conventional construction means or by engineered shear walls.  If bracing is by engineered shear walls,
dimension the length of each shear wall and show the structural sheathing material, nailing, bolting and holddowns
where needed.

q Structural Details and Notes:  Provide structural details such as post-to-beam connections, framing details, shear
transfer details, material notes and specifications.

4.   ELECTRICAL, MECHANICAL and PLUMBING PLANS

q Electrical: Show the size and location of electrical service, other panels, switches, lights, receptacles and smoke
detectors.  Service size calculations are required when the floor area of the addition is equal to or more than 20% of the
floor area of the existing house. Note whether the electrical service is overhead or underground

q Mechanical:  Show on the plans locations for heating registers. Energy Conservation Title 24 heating size calculations
are required when the floor area of the addition is equal to or more than 20% of the floor area of the existing house.

q Plumbing:   Show proposed plumbing fixtures on the floor plan.

5.   DOCUMENTATION

q Structural Calculations:  Structural calculations are required for building components, which do not meet
“Conventional Construction” rules as defined in the Uniform Building Code.  If calculations are required, they must be
stamped and signed by a California licensed architect or registered engineer.  Wind and seismic bracing calculations are
required for “Hillside Area” houses.

q Title 24 Energy Reports:  Provide two (2) copies of the Title 24 energy calculations. Reproduce on the plans the
Performance and Mandatory Measures portion of the report, CEC Forms CR-1R and MF-1R.
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6.   PLAN REQUIREMENTS:

Clarity:  All plans shall be prepared to be sufficiently readable and clear for a microfilm record.  Pencil drawings are not
acceptable but copies of pencil drawings can be submitted provided copies are readable with good contrast.

Dimensions:  Plot Plans, Floor Plans and other plan drawings shall be fully dimensioned and shall have a north arrow.

Scale:  All drawings shall be drawn to an adequate scale with scale indicated.  Recommended scales for drawings are:

Plot Plans:     1/8”=1’, 1”=10’ or  1”=20’              Floor and Roof Framing: ¼” = 1’-0” or 1/8”  = 1’-0”
Floor Plans:   ¼” = 1’-0”           Building Cross Sections: ¼” = 1’-0” or ½”    = 1’-0”
Foundation Plans:  ¼” = 1’-0” or 1/8” = 1’-0”               Exterior Elevations:   1/8” = 1’-0” or ¼”  = 1’-0”

Existing (e) and New (n) Construction:  Throughout the plans, be sure to label all new (n) and existing (e)
construction, components and fixtures to distinguish between new work to be done and the existing work.

Completeness: Please remember, the more complete and accurate the drawings and submittal documents, the sooner a
building permit can be issued.

6. NOTES:

§ If any of the plan sheets are prepared by a licensed architect or registered engineer, that individual must stamp and
“wet” sign at least two copies of each of the sheets he or she has prepared in accordance with the California
Business and Professions Code.

§ City of Milpitas Planning, Engineering and Building Divisions must approve plans.  Homes in “Hillside Areas” shall
also be approved by the Fire Department and may be subject to Santa Clara County Health Department review and
approval if connection to a private sewage disposal system is to be made or if an on-site water well must be capped
or relocated.

§ If one or more of the required items mentioned above are omitted from the submittal plans, the application may be
considered as incomplete and not ready for checking or approving.

§ A Building Permit may be issued only to a State of California Licensed Contractor or the Homeowner

§ If the Homeowner is planning to hire workers, State Law requires the Homeowner to obtain Worker’s
Compensation Insurance.  Proof of this insurance is required prior to issuance of a Building Permit.

§ Building Permits may be issued to a Homeowner for construction if that Homeowner indicates the intent to do his or
her own work personally.  If the inspection shows the Homeowner is unable to perform the work satisfactorily,
licensed contractors must perform the work.
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OTHER CITY DEPARTMENT REQUIREMENTS:

Engineering Division: If the property is located in the special flood hazard area contact Engineering at
       (408) 586-3327 prior to beginning plan preparation.

Name:   ____________________________________      Signature:  _____________________________
                                            (Please print)                    (To authorize credit card payment)


